Flow of Collected Funds in the Justice Courts
CORIS Case Management System

Daily Over-the-CBunter Payments

Clerk (In-Court/Office) Enters Amount Due (A/R) Based on Citation or Judgement ‘

//i;

Two Clerks

Daily Mail Payments , Open&Log
Payments
Together

Cashier CIerk(s)VReceipts Payments

dl
l

Daily

A

Close-Out

Cashier Clerk(s) Account for All Coin, Currency, Checks, and Credit Cards They Receipted on a Cash Count Form

A

A Verifier Clerk Performs a Second Count in the Cashier's Presence

The Cashier Clerk(s) Transfers C ustody of the
Payments and Cash Change Fund to the Verifier
(Optional: Include a Copy of the Cash Count Form)

Does the Verifier Clerk
Also Prepare the Deposit?

No Yes

/ \

Deposit Clerk Stores Funds

Cashier Clerk(s) Gives the Original Cash Count Form,
Hand Receipt Copies, and Verified Mail Log (verified
by the 2nd person who serves as the witness) to the
Accounting Clerk for Reconciliation. The Cashier
Clerk Retains a Copy of the Mail Log, if Necessary.

v

Verifier Clerk Stores Funds in

in a Secured Device* Until

a Secured Device* Until
Delivered to Deposit Clerk

*Accessible Only to

*Accessible Only to Verifier Deposit Clerk

the Deposit is Prepared

y

Deposit Clerk
Performs a Count in
the Verifier's Presence

v

Using the Cashier ) pos\tc\e‘ 5
Totals Report and G‘\’fs T ota\é_‘?‘?"
local Government  Cast "
Revenue Remittance ccounting Cler
Report (if one is used), short Amounts
the Deposit Clerk
Prepares Deposit and
Places in a Sealed or
Locked Banking Bag
+ T‘eas\'\(ef%\‘
Deposit Clerk or Another . e “;eo Jing O
Employee Delivers Bag a oepost C\;‘ece-\p\xo AC
to Treasurer For Deposit \,a\'\dated

2/05

Accounting Clerk Performs the Final Cutoff. This
Generates the Following Reports: 1) Cashier Totals, 2)
Transaction Detail, 3) Revenue Distribution Summary, 4)
Mail Log, 5) Credit Detail, 6) Transact ion Reversal, 7)
Adjustments to A/R, 8) Non-Monetary Transaction Detail,
and 9) Trust Distribution.

Accounting Clerk Reconciles Cash Count Forms to the
Cashier Totals Report, and Transactio n Detail Report.
Reconciles Mail Payments per the Log to System Receipts
to Verify Payments Recorded on the Log were Recepted
on the System and Included in the Deposit. Reconciles
Hand Receipts Issued to System Receipts to Verify that
Monies Receipted by Hand Receipt were Receipted onthe
System. Enters Overages/Shortages and Verifies Revenue
Distribution. Reviews Credits/Suspensions Issued,
Dismissed Citations, Transaction Reversals, and Void
Hand Receipts to Ensure these Tranactions are Valid.

v

Accounting Clerk Prepares the Deposit
Remittance Report (Showing Allocation of
Payments for the Local Government Ledger

Accounts). Provides Deposit Remittance
Report and Cashier Totals Report to Deposit
Clerk.

A
Accounting Clerk Compares the Cash and Check
Composition per the Cash Count Forms to the
Composition per the Cashier Totals Report and
Treasurer's Validated Receipt.

v

Accounting Clerk Maintains T reasurer's Validated
Receipt with Daily Accounting Records, and Reports
on Credits/Suspensions Issued, Dismissed Citations,

and Void Receipt




